PART | DEPARTMENT OF HUVAN RESOURCES DEVELOPMENT 17. 328
STATE OF HAWAI

Cl ass Specifications
for the C ass:

Cl VIL RI GHTS COORDI NATOR ( DOT)

Cl ass Di sti ngui shers:

Manageri al Responsibility: Serves as chief staff officer to
the Director of the Departnent of Transportation (DOT),
responsi bl e for overseeing and adm ni stering a conprehensive
departnment-wide civil rights program

Conmpl exity: This class reflects responsibility for serving
as the chief staff officer to the Director of the Departnent of
Transportation to ensure that the Departnent is in conpliance
with federal and State rules and regul ations pertaining to the
Cvil Rights Act of 1964 and related |laws in areas such as the
Americans with Disabilities Act (ADA), Title VI and D sadvant aged
Busi ness Enterprise (DBE) and Equal Enpl oynent Cpportunity (EEO).
The work invol ves overseeing the devel opnent, inplenentation,
nmoni toring and eval uati on of the departnment-wide civil rights
programto ensure conpliance with all applicable civil rights
rul es and regul ations, serving as the departnental |iaison and
authority on civil rights programmatters and advi si nhg and
representing the Director on such matters. The scope and
intensity of the programrequires supervising a staff of civil
rights specialists, each responsible for a particular civil
rights program area and providing oversight and consultation to
divisional civil rights coordinators and ot her responsible
per sonnel .

Personal Contacts: The work involves establishing and
mai ntai ning effective working relationships with all |evels of
government personnel, such as the U.S. Departnent of
Transportati on(USDOT), Federal H ghways Administration (FHWM),
Federal Aviation Adm nistration (FAA) and the Federal Transit
Admi nistration (FTA), contractors, other industry groups and
community organi zations to advise on and ensure conpliance with
all applicable civil rights rules and regul ati ons.

Supervi sion Exercised: Supervises a staff of civil rights
speci ali1sts, each responsible for a particular civil rights
program area and engaged in program devel opnent, eval uation
consul tati on and conpliance worKk.

Supervi sion Received: The sole position in this class works
under the general direction of the Director of Transportation and
in accordance with applicable federal and State | aws, and
departnental rules, policies and procedures.
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Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: Civil rights laws, rules and regul ati ons;
i ssues of and principles and practices governing such areas as
Title VI, D sadvantaged Busi ness Enterprise, Equal Enploynent
Qpportunity and Americans with Disabilities prograns; federal,
State and DOTI's m ssion and goals regarding how the civil rights
program functions within the DOT"s prograns; DOl organization and
functions; research, investigation, analytical and problem
sol ving techni ques; State budget, procurenent and | egislative
processes; report witing; and principles and practices of
supervi si on

Ability to: Plan, organize, coordinate, evaluate and direct
a conprehensive civil rights conpliance program interpret and
i npl ement civil rights conpliance programrequirenents; interpret
and apply conplex witten materials such as federal and State
| aws, rules, policies and procedures; identify and define
di scrim nation issues/concerns through fact-finding or
i nvestigation; analyze and resolve conplex civil rights problens;
provi de expert advice to DOT managenent and other civil rights
personnel ; fornmul ate policies and procedures; establish
priorities; establish and maintain effective working
rel ati onshi ps wi th subordi nates, departnental enployees,
adm nistrators, U S. DOT and ot her federal personnel, other state
and | ocal governnent agencies, special interest
groups/individual s and concerned citizens, private sector
representatives and the general public; deal tactfully with
peopl e of various social and econom c |evels; comunicate
effectively orally and in witing; exercise judgnent,
confidentiality, discretion, creativity and | ogic; negotiate and
nmedi ate differences to persuade or reconcile conflicting opinions
or beliefs; fornmulate budget, staffing and other operational
requi renents; and plan, direct, coordinate and eval uate the work
of subordi nat es.

Exanpl es of Duties: (The sole position in this class may not be
assigned all of the duties listed, nor do the exanpl es

necessarily include all of the duties that may be assigned. This
does not preclude the assignnment of duties which are not listed.)

1. Establish department policies, goals, objectives, procedures
and rules in regards to civil rights conpliance. Oversee
t he devel opnent, inplenentation, nonitoring and eval uation
of the departnment-wide civil rights programto ensure
conpliance with all applicable civil rights rules and
regul ati ons.
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10.

11.

Advi se the Director of Transportation and officials of
out si de conpliance agenci es such as the FHWA, FAA and FTA on
the status of the program Revi ew program performance and
acconplishnents with federal agencies to insure goa

attai nment or renegoti ations.

Participate in Director’s senior nanagenent team neetings
whi ch may invol ve managenent di scussions and plans relative
to prospective program changes, reorgani zation and personnel
i ssues affecting enpl oyee-enpl oyer relations. Advise
managenent teamon civil rights matters.

Provi de oversight and consultation to divisional civil
rights coordi nators and ot her responsibl e personnel.

Direct the design and conduct of training activities to
enhance the know edge of DOT enpl oyees and nmanagers and
sub-recipients in the civil rights program areas.

Represent DOT in nmeetings, foruns and conferences involving
officials of other State agencies, federal agencies,
comunity organi zati ons and groups.

Testify at contested case hearings as the departnental civil
rights expert. Direct the devel opnment and approval of
inter-jurisdictional agreements. Participate in interstate
and intrastate hearings on civil rights issues.

Revi ew new or nodifications to federal |aws, rules and

regul ations and State statutes to determ ne their inpact on
DOT"s program rules, policies, procedures, practices, etc.,
and the changes that will be required. D ssemnate
information to program managenent and ot her DOT staff and
sub-reci pi ents.

Initiate, review, draft, testify and nonitor legislation to
ensure departnental conpliance with federal regulations.

Pl an, assign and review the work of staff who are each
responsible for a particular civil rights program area.
Recommend sel ection of staff. Oient, train and guide staff
devel opment. Devel op expectati ons and eval uate job
performance of staff. Assure conformance with applicable
personnel rules and regul ati ons; approve | eave requests;
recommend di sciplinary actions and handl e gri evances.

Devel op and justify programrequirenents such as budget,
staffing, equipnent and contract services. Approve and
noni tor program expendi tures. Ensure establishment and
mai nt enance of appropriate fiscal and programrecords.
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Desirable Qualifications:

Denonstrated conpetency in:

Program pl anni ng, devel opment and eval uati on.

Anticipating, identifying and di agnosi ng potential or actual
probl em areas relating to programinpl enentation and goal
achi evenent .

Communi cating effectively with individuals with diverse
backgrounds, orally and in witing.

Managi ng and resolving conflicts, confrontations, and
di sagreenents.

Devel opi ng teammork to achi eve i nprovenents to operationa
goal s.

Leadership and notivating staff.

Consi stent and effective use of the State' s performance
managenent system by setting performance standards;

apprai sing staff acconplishnents using the devel oped
standards; and taking action to reward, counsel, coach or
remove enpl oyees as appropri ate.

This is the first specification for the new class ClVIL

RI GHTS COCRDI NATOR ( DOT) .

Ef fecti ve Date: Cctober 23, 2001

DATE APPROVED: 10/ 23/01

DAVI S K. YOd
Di rector of Human Resources Devel opnent



